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Exporting Report Results

The Exporting Report Results section provides an overview for exporting report results from the HRMS
Portal.

Topics covered in this section include:

» Export to CSV File
» Export to MS Excel File
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Export to CSV File

Exporting report results to a Comma Separated Value file (.csv):

To open a CSV file: Access the Context Menu and select Broadcast and Export/Export to CSV:

Minority Distribution

Display As Table

¥ Columns
* Key Figures

* Rows
* Perzonnel Area
= Gender

= Ethnic Origin

ﬂ Infurmatiun| Send| Print Wersion

Export to Excel || Comments |

Perzonnel Ar~~ = Oondoe £
Filter k
1110

Change Drildown

Dept

At the File Download box, select Open
to open the CSV File immediately.

Full Time Clazzified -~
#of Employees  ~

Ethnic Origin =
10/Not assigned 8

File Download

Do you want to open or save this file?

)

From: myhrms.wa.gov

Mame: Z_STAMDARD _WEE TEMPLATE.csw
Type: Microsoft Office Excel Comma Separated Values Fil. ..

Cpen [

v

gave this file. What 's the risk?

While files from the Intemet can be useful, some files can potentially
ham your computer. f you do not trust the source, do not open ar
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1
¥ Free characteristics save View 6
= Organizational Unit 3
Properties
Calculations and Translations
Documents £
Sort Perzonnel Area 24
|=] Micros] . . .
= Male = The CSV File is opened in Excel.
RN NENE = NN A N =N A RN == 1
N Wt Mt R W W | o | [ B i | ¥ Reply with Changes... End Review... B i Arial
Al - & Minority Distribution
1 |Minority Distribution
2 |Last Data Update:
3
4 |Display As
5 |To adjust filter area, drag characteristics from navigation area into filter area
6
7 |No exceptions are defined
g ] l Ca | l 8 ;" "Full Time Classified # of Employees”;"Full Time CIaSS|ﬁed Awvg Salary”;"Full Time
NS EE 9 |Personnel Area;"Personnel Area”;"Gender”;"Ethnic Origin”;™";"$","™""§".™";"§";"","§"""."§"
10 |1110;"Dept of Personnel”;"Female”;"10/Mot assigned”;"8"; 5?
11 [1110;"Dept of Personnel”;"Female”;"American Indian/Alaskan”."1";"63
12 |1110;"Dept of Personnel”;"Female”;"Asian or Pacific Islander” :" "49
13 |1110;"Dept of Personnel”;"Female”;"Black/Mot Hi pamc origin";"3";"43
14 |1110:"Dept of Personnel”:"Female";"Hispanic";";"™";"1";"141
16 |1110;"Dept of Personnel”;"Female";"White/MNot Hispanic arigin”;"66":"49
16 |1110;"Dept of Personnel”;"Female”;"Result";"84","50
17 [1110;"Dept of Personnel™:"Male";"American Indian/Alaskan":™":"";"1""111
Continued...




Export to CSV File, cont..

To Save a CSV file: from the File Download dialog
box, click Save.

3. Locate the folder in which to
Save the report results.

4. Select All Files from the Save as

type dropdown listbox.
Note: If All Files is not selected, the
.csv file will be saved as a MS Excel

Worksheet by default.

5. Name the file (include “.csv” at

File Download

Do you want to open or save this file?

)

MName: 7_STAMDARD _WEE_TEMPLATE.Csw
Type: Microsoft Office Excel Comma Separated Values Fil...

Save %—

From: myhrms.wa.gov

[ Open Cancel ]

While files fram the Intemet can be useful, same files can potertially
harm your computer. f you do not trust the source, do not open ar
save this file. What's the risk?

v

the end). Save As
6. Click Save. Save in: | < Local Disk {C:) ':Zl ) (F o [+

An optlon to open'the file may be 3 e TT————

provided upon saving. To locate the f ,22 ©Drivers

saved file later, use the folder you MyRecent | |C3)Plus!

indicated. This may be outside the Documents | |(program Files

HRMS BI application (for example, if = Kl Softwarelnstal

you saved your file to your C:drive in = o onloos

the .csv format). Desktop

‘;} File name: "Mnotity Distribution.csv g
2 =
My Network Save as type: ‘ Microsoft Office Excel Comma Separated Value | ﬂ Cancel
Continued...
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HR Export to CSV File, cont..

7. Locate the CSV file that was saved and open the file. [f;“_aj

Minority
Distribution.c
sV
A23 - 3 | 1111;"Information Services Division";"Female";"Asian or Pacific Islander
A B C D E

1 |Minority Distribution

2 |Last Data Update:

3 1/27/2009 23:33

4 |Display As

5 |To adjust filter area, drag characteristics from navigation area into filter area

6 |List of Exceptions

7 |Mo exceptions are defined

g ;" Full Time Classified # of Employees”;"Full Time Classifiet FT Exemp FT Exempt and PT Avg Salary™;'

9 |Personnel Area;"Personnel Area";"Gender";"Ethnic Origin®;""; """ st g, gt

10 |1110;"Dept of Personnel”;"Female";"American Indian/Alaskan";"2 054";"1";" 256";"";""; 738";"3";". 788"

11 [1110;"Dept of Personnel";"Female";"Asian or Pacific Islander";"5"; 595";"1";" 800";"";""; 296";"7";". 375"

12 |1110;"Dept of Personnel";"Female";"Black/MNot Hispanic origin";"2 840";"";""; 840";"3";". 700"

13 [1110;"Dept of Personnel";"Female";"Hispanic";"6";"54 30"ttt 549t 816" 8" a02"

14 |1110;"Dept of Personnel”;"Female";"White/Mot Hispanic origin";" 792";"4";" 956";"";"": 190";"83"; 305"

15 [1110;"Dept of Personnel";"Female";"Result";"83";"51 77T 490, 347" 110" 833"

16 |1110;"Dept of Persannel";"Male";"American Indian/Alaskan";"";"" 688";"";""; 638";"2";" 108"

17 [1110;"Dept of Personnel";"Male";" Asian or Pacific Islander";"1";"3 178";"";""; 176";"1";" 176"

18 |1110;"Dept of Personnel";"Male";"Black/Not Hispanic origin";"3";" 288";"";""; 238";"5";" 332"

19 [1110;"Dept of Personnel";"Male";"Hispanic";"1";"55 g3s";"";"" 838";"1";" 836"

20 |1110;"Dept of Personnel";"Male";"White/Not Hispanic origin®;"16'045";"2";" 592";"1";" 556";"19"; 129";"27";
élllﬂ;"[]ept of Personnel";"Male";"Result";"21";"55 o7e";"3":" @24";"1";" 556";"25"; 001";"36";

Result: The CSV file is opened in Microsoft Excel.

Continued...
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HR Export to CSV File, cont..
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The following example shows how to open the saved .csv file from Notepad:

1. Open MS Notepad. ~ || & untitted - Notepad
—) ||| File  Edit Format  Wiew Helg
e ChrlHM

Qpen. .. ErH-O
Save tl+3

Save As...

2. Click File from the menu.
3. Click Open.

Page Setup...
Print. .. ChrHP

Exit

‘4. Change the Files of type setting to “All Files”———-
and locate the saved .csv file in the
appropriate folder.

5. Once the file has been located, click on
it to select.

6. Click Open.

File name: ‘!vhnont‘,‘ Distribution.csv

Files of type: [;“-ﬂ Fwieg

Encoding: ‘ ANSI|

Continued...
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Export to CSV File, cont..

Result: Report results have been opened in MS Notepad.
[ SRR W8 TENPLATE v = %

En- £at Fomat Vew Heb
[Minority Distribution” -~
Last Data update:’
0? 28/ 2008 01:10:21"
"pisplay as
“To adjust filter area, drag characteristics from navigation area fnto filter area” FolTme Cawsted . 7l Tine Cimmaded . Fol Tive Sxowet .l Tive Enedt o
3¢ Ergeyeee g Suany SlErgoyees © S Samy
No exceptiom are defined”
s ":"Full Time Classified # of Eue'luytu "Full Time Clas:ifud Avg Sa]ary' "Full Time Zwrssvwl e § Gesdw = thec Qigns M 1
Personnal Area";"Personnel Area”; "Gendar; “kthnic 0r191n . o T3 1115 Dant ot Areddis i . -~
"1110"; "Dept of Por,onne‘l' "Female”; "10/Not assigned”;"8";" 1114 Rzl e o~ Jros -
"1110"; "Dept of Personnel”;"Female”; “aAmerican Indian/ A‘lasfzan""l" 63 4:68"' ‘1";"61, 03’ 4 Aswcas mrersuates ' e ' ne
:ﬁig“:"oept o; personnel”; "Female”; "Asian or pacific Islander 9,914" a0 00 Aser o Pucte B ¢ wne \ 000
";"Dept o x
“1110"; “pept of a 4 R —C - e
hhu?*Nots;cjspagigggrig(n'- ‘6 s ) nst "8‘ 97 ." Hagasc ' i3
"Result”; 5 o =R
‘Anericm Indian/alaskan”; " T - ey g S
', ‘asian or Pacific Islander oot ol % ' Ll
Male™; a}nck 'iwl H;:pan;cog;\gin 3 45 . v Arercat e s ian 1 111488
“‘nspanc".d. 8 ~
- white/ nur'nu zso";": ‘~"1osL450'- T 5 =
107 r‘,z" "]"' ],;I 6«5" Sactiir tazerr sgn s o
ﬂeiul 4 Resu‘t ﬁ 109 H SO JZO ;"# 295 :?\g '1" 'l-l 266". tazanc 3 o
Division”; “Female™; "asian or Pacific Is er' = =
111"; Division®; “Famale"; “Black/ NOT Hispanic or‘gin"-“z e - i 2 o
1111""1nfomat1on services pivision”; “Female”; "Mispanic”;"1";" e R Fenct = =0 3 152472
1iﬁ In;ornat:on serv:ces o}v:s:on Fena{e : -h'lt? Notlmspantc ulg;n s o2 Nest = 083 " e
o "'"In ormation services pivision”; “Female”; "Result”:" AN ~
“1111"; "Information Services Division“; wale”; "10/Not assigned"; 1" "61, 956";' 1 PARLL bremotes Seochan Dt A Pavu D9 SN Sne - hotbhes
"1111": "Information Services Division™: ™Male™: "asian or Pacific 1s1 Ander" W4 s Becifhn Wagars srgn 3 10¢
"1111"; "Information Services Divhiun“;"un‘lc 3 “Black/Not Hispanic origin”: 5 S ’ 008
“1111": "Information Services Division”; "Male” ; Ni.pamt et + B E 7 pchelid St 4 .
nn" "Information Services Division”; "Male™; “white/ No( mspamc angin i ; TENTS AL Hag e e » 6770 ) 162
“1111" "Infornatvon Services Division”; "Male™; kesu'lt 31"; '69,442"; 1" 972" 7 i Beaut " %91 ) 1he882
"1111"; "Information Services oivision i “Result”; “Result”; "68"; "68, ';"xos > da Bt Supelar ¢«
0vera'll Result"; "Overall Result”; "Overall Resuﬁt “overall Result"-"l.va ;'57,195%;"15"; 97,96
-
<) ! >

Report results
will be exported

.—'
'A‘ SAP/BI exports .csv files as semi-colon separated values.

— \
‘\

\
\
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Hn Export to MS Excel File
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The example below describes how to export the results of the Minority Distribution
report to MS Excel from the Bl Toolbar:

Click on the Export to Excel button on the toolbar

Minority Distribution
Dizplay As Table ﬂ Information | Send | Print ‘-.-’ersinn|| Export to Excel | Comments |
* Columns Export to Excel Full Time Classified »
# of Employees
* Key Figures
e Personnel Area o Gender &=  Ethnic Origin =
= Pg | A
rEonnEl AT 1110 Dept of Personnel Female  10/MNot assigned 2
= Gender
= Ethnic Origin American Indian/&lazkan 1
+ Free characteristics As=ian or Pacific l=lander &
= Organizational Unit Black/Not Hizpanic origin 3
File Download Sove ks £2 % |
Sevmn [ Deskizn : ) S
Do you want to open or save this file? O i
= D ean aka
et Lo NAD
l@j Mame: Z_STANDARD_\WEE_TEMPLATE.xls Db Taxgats
Al Type: Microsoft Excel Worksheet, 2.94 KB Lj 3* ¥ 00 NOT DEETE PATROL YA 1aN
From: myhrms.wa.gov Desiazo .;::;’n -‘-:r:‘n:
S0t Smcor b g
eersorne teoss ot
Cpen ] [ Save % [ Cancel l SSecums b lnfrnaicn
50 Temz [ocier Dasoess Varehasse
2lTraneg
@ While files from the Intemet can be useful, some files can potentially ¢ [*
harm your computer.  you do not trust the source, do not open or > -~ e
save this file. What s the rsk? "f Sooum. S — 'f’—ﬁj
My Mecazh  Sive salype Morract Facel Viokahaet w! | Coce |
Click Save on the File Download box Determine the location for the file to be saved and click Save
Continued...
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Export to MS Excel File, cont..

To open the file without saving, from the File Download

dialog box, click Open.

The report will be opened in Microsoft Excel.

File Download

Do you want to open or save this file?

l@j MName:

Type:
From:

Z_STANDARD_WEB_TEMPLATE.xls
Microsoft Excel Waorksheet, 2.94 KB
myhrms.wa.gov

Save

[ |

] I Cancel

2] Microsoft Excel - Z_STANDARD_WEB_TEMPLATE[1].xls

o= |
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@_1 File Edit WView Insert Format Tools Data Window Help )
bm the Intemet can be useful, some files can potertialby
NGRS S AR SR F -8 T -] 2] |4 00% - :mlp::.rtPEi_'.rtflyuqf_:?_nnttmstthesuurce.dunntupennr
. What's the rigk?
T it W (| I __1| ) | ;ﬂ | @_]| "+ Reply with Changes... End Review... -] Arial - 8
Al - # Minority Distribution
A B | ¢ | D | E
1 |Minority Distribution
2
3
4 |Mo exceptions are defined
5
6 Full Time Clazzified # of Employees
7 |Perzonnel Area Gender Ethnic Origin
g (1110 Dept of Perzonnel Female 10/Not azs=igned B
9 110 Dept of Perzonnel Female American Indian/&lazkan 1
10 (1110 Dept of Perzonnel Female Asian or Pacific Izlander B
11 [1110 Dept of Perzonnel Female Black/Mot Hizpanic origin 3
12 (1110 Dept of Perzonnel Female Hizpanic
13 (1110 Dept of Perzonnel Female White/Mot Hispanic origin 65}
14 [1110 Dept of Perzonnel Female Result B4I

Continued...
9
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HR Export to MS Excel File, cont..

The following example shows how to open a saved .xls file from MS Excel:

[=] Microsoft Excel - Book1

1 - In Excel’ SeleCt F] le/Open @] File | Edit Wiew Insert Format Tools Data Window
: 0 Mew. .. Crl+
E_]ﬁ Open... qtlmJ
- = —_
— Close Fo pen = y by
Save [l ook (@ oo v @ 21Q X & 3 vedse
1 Save Ac... LIRUP Gragr 3 Yarabies
2 ok 3 Yeisran St
3 Save as Web Page... LI g it LWAD
I Broduchon B B LD ed Terolate
. 4 Save Workspace. .. LRtieh to Porial L2\ Tomos GMAP
12. Locate the f][e’ select 5 el ci coorch e ;gq.&_vl.n_:w&_a
E Lbc 3 Renort soyeershoty Bumress Warshouse
. o . I 2 881 5| baoonensers 08 Ms
L, it, and click on “Open”. o Bl o nin
1k lnave S thoes who 18 Pereonnn dena vl
ISk Leave for fhose who took Scklsave JReguests Sor Informaton
R EAES s TR0 Eier Buciinsas Miehiuss
1] Microsoft Excel - Z_STANDARD_WEB_TEMPLATE.xls Igﬁi’—:-mﬁ_‘m -
%] Eile Edit Wew Insert Format Tools Data Window Help i
\ D0 53 O] TE S G B A9 o8 EE T AL R 0% - ,
= = g | E -
!’ IR Wl i I i Y | | @ =) =0 | ¥4 Reply with Changes... End Revie H : Arial 8 gy —E
. Al - # Minority Distribution —
3.  Result: reports is [ A B [c | D [ E
! . . 1 |Minority Distribution
displayed in Excel [z
3
| 4 |Mo exceptions are defined
5
6 Full Time Clazzified # of Employees
I Personnel Area Gender Ethnic Origin
i"]ﬂﬂ Dept of Perzonnel Female 10/Not az=igned 2
i"]ﬂﬂ Dept of Perzonnel Female American Indian/&lazkan 1
ﬂ"l']']ﬂ Dept of Perzonnel Female Asian or Pacific lzlander [}
11 1110 Dept of Perzonnel Female Black/Not Hizpanic origin 3
.. .

=

When converting to an MS Excel file, conditions/exceptions, navigational settings and cell formatting are retained
upon export.

Continued...
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